






































• Initiate senior level approval of all future conference expenses in excess of 
$100,000- Following the review of planned conferences, Deputy Secretaries (or their 
equivalents) shall continue to approve the spending for all proposed new conferences 
to be sponsored or hosted by the agency (or by other Federal or non-Federal entities) 
where the net conference · expenses by the agency will be in excess of $1 00,000. 
Agencies must ensure that no Federal funds are used for unnecessary or 
inappropriate purposes and that all conference expenses and activities comply with 
both the FTR and the FAR requirements on lodging, food and beverages, per diem 
reimbursement, and contracting of goods and services. In addition, agencies should 
ensure that conference attendance and expenses are limited to only the levels 
required to carry out the mission of the conference. 

• Prohibit expenses in excess of $500,000 on a single conference - An agency shall 
not incur net expenses greater than $500,000 from its own funds on a single 
conference, including conferences that are sponsored or hosted by the agency (or by 
other Federal or non-Federal entities). The agency head may provide a waiver from 
this policy if he or she detennines that exceptional circumstances exist whereby 
spending in excess of $500,000 on a single conference is the most cost-effective 
option to achieve a compelling purpose. The grounds for any such waiver must be 
documented in writing by the agency head. 

• Report publicly on all conference expenses in excess of $100,000 - Agencies shall 
report on conference expenses on a dedicated place on their official website. By 
January 3 1 of each year (beginning on January 31, 2013 ), the agency head shall 
provide a description of all agency-sponsored conferences from the previous fiscal 
year where the net expenses for the agency associated with the conference were in 
excess of $1 00,000. This description shall include: 

o the total conference expenses incurred by the agency for the conference; 
o the location of the conference; 
o the date of the conference; 
o a brief explanation how the conference advanced the mission of the agency 

and; 
o the total number of individuals whose travel expenses or other conference 

expenses were paid by the agency. 

In addition, for any instances where the net expenses for an agency-sponsored conference 
exceeded $500,000, the website shall include the agency head's waiver that identified the 
exceptional circumstances that necessitated exceeding this threshold. Finally, the website 
shall include information about the net conference expenses for the fiscal year incurred 
by that agency as well as a general report about conference activities throughout the year. 

In reporting this data, agencies shall exclude any information that is considered to be 
sensitive, is prohibited from public disclosure by statute or regulation, or may jeopardize 
national security or the health, safety or security of conference attendees, organizers, or 
other individuals. 
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Attachment V 

CONFERENCE TRANSPARENCY REPORTING 
Cycle 2013: July 2012 through June 2013 



Attachment V 

Conference Transparency Report Definitions 

Conference Name 

A/S 

Curriculum Based Education (YIN) 

"S" for conferences sponsored by your agency. "A" for 
conferences attended, but not s onsored by your a ency. 
Indicate curriculum based training with a "Y", otherwise put 
"N". 

Cit Location and dates of the actual conference location (not the 
1---L-~~~~~~~~~~~~~~--I 

State lodging location or video conferencing site). Use OCFO's 
1--~~~~~~~~~~~~~~~--1 

Start suggested list of locations/dates whenever possible. 
1--~~~~~~~~~~~~~~~--1 

End 
# Agency Participants 

# Non-USDA Participants Paid by Agency 

Travel Ex enses $ 
A/V Costs$ 

Food or Beverage Costs $ 

Salary Costs $ 

Other Costs $ 

Explanation of Mission Impact 

Contracting 

Basis for city selected 

Facility Type 

Number of agency employees who attended the conference. 
Include USDA employees from other agencies authorized 
and paid b your agency. 
Number of non-USDA conference participants whose 
ex enses were fully or partially paid by your agency. 
Travel ex enses paid by your agenc for th.is conference. 
Audio visual expenses paid by your agency for this 
conference 
Food costs paid by your agency for this conference. Include 
any directly procured light refreshments or government 
provided meals. Exclude M&IE costs that were included in 
the travel ex enses. 
Salary costs of employees attending the conference. Include 
both the time at the conference lus en route travel. 
All other costs related to this conference not reported as 
travel, NV or food. 
For sponsored conferences with a total cost of lOOK only, 
provide a couple of paragraphs explaining the purpose of 
this conference and how it furthered the mission of your 
a ency. 
Provide one of the three following answers: "YES. SOLE 
SOURCE."; "YES. COMPETITIVELY AWARDED." or 
"NO. EXPENSES ARE FOR TRAVEL, FEES OR BELOW 
MICRO PURCHASE LIMIT." 
Provide one of the following answers: "Based on a cost 
analysis of 3 or more cities"; "More than 50% of the 
attendees work of reside in the selected city"; "Used TRX to 
determine the least expensive location"; or "Attended, did 
not select location." 
Provide one of the following answers: "USDA facility"; 
"Federal facility"; "Universit "; or Commercial Facility". 




